
APPLICATION FOR RECORDS RETENTION SCHEDULE 

Application Dste 1 
Department o f  Transportation 
No. 2 Capitol Square . .  

INSTRUCTIONS: See Publication No. 76-RM-1 for instructions on completing this form. Forward signed original to 
Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334, I Attention: Scheduling Section. 

Application Number 

8 5-31 
I I FOR RECORDS MANAGEMENT USE 

Application Number I Atlanta, Georgia 30334-1002 I Date Received Date Completed 

WAR 8'1985 I &PR 0 4 1985 I 
---I- ~ - L I - ___ - - - -- -. - ___ 

2. Person to Contact Working Title Telephone Number 

3. Action Requested 
Wayne Kelly Accounting Officer I 656-5595 

a. 
b. 

RX Establish Retention Schedule; record will continue to accumulate. 
U Dispose of present accumulation; no further accumulation anticipated. 

Checkone: n CJjnge; 0 Supercede; 0 yo& 
4. Dates of Series 
Earliest Latest 

5. Records Series Title (followedby title used in office; if different) 

Vehicle Charges by Responsible _I Unit (CAMS) 
6. Division and Office Function What is the function of the Division and the Office in which this record series is  created? 
DIVISION OF ADMINISTRATION PROVIDES STAFF SUPPORT TO THE DEPARTMENT IN THE AREAS OF GENERA 
ACCOUNTING; AUDITS AND FISCAL PROCEDURES ; PERSONNEL AND TRAINING; CONTRACTS PROCUREMENT 
AND ADMINISTRATION; EQUIPMENT CONTROL; PURCHASING; COST ACCOUNTING; GENERAL FILES; 
RECORDS MANAGEMENT; DEPARTMENT BUDGET; SAFETY RISK OPERATIONS AND TELECOMMUNICATIONS; 
INVENTORY AND WAREHOUSE CONTROL. 

GENERAL SUPPORT SERVICES IS RESPONSIBLE FOR CONTRACT PROCUREMENT AND ADMINISTRATION; EQUI 
MENT CONTROL; PURCHASING; COST ACCOUNTING; GENERAL FILES; RECORD MANAGEMENT; DEPARTME 
BUDGET; SAFETY AND RISK OPERATION; TELECOMMUNICATIONS; HEATING AND AIRCONDITIONING; 
WAREHOUSE. 

COST ACCOUNTING RESPONSIBLE FOR VEHICLE COST AND INVENTORY CONTROL. 
7. Record Series Description 

Documents relating to: 

This file contains the following documents (include form numbers and titles, if any): 
Attach samples of the file. 

Documenting individual charges to FACS organization numbers. 

Includedare: . "DOT Charges by Vehicle Responsible Unit (CAMS 8890 Report" 

New Report a8765 after 3-1-85 

File i s  arranged: Monthly 

hly Reference Rate How often are records referred to which are: 

One to six months old 3 or 4 ; Seven to twelve months old 2 ; Thirteen to twenty-four months old Seldom ; 

Prior to 7-1-84 (Paper): 
3 cu ft a year 

AR-50-71; Rev. 76 



a. I s  this the official copy of the series? 

mkntm rcheduled sewratelv? I -___ 

I _ _ _ _ _ ~  

Qeslherecord series r e s u l t i n t e r  wintout? 
1. Retention Requirements The following requires the series to be kept: 

a. State Law ~~ years. d. Audit period 3 years. 
b. Statute of limitation years. e. Administrative need - 3 -years. 
c. Federal law 3 years. f. Federal retention instructions years. 

Attach copy or excert of laws or regulations. Explain administrative need. 
Federa l  Law r e q u i r e s  p r o j e c t  r e l a t e d  cost  account ing r eco rds  must be  r e t a i n e d  3 yea r s  
a f t e r  t h e  f i s c a l  o r  ca lendar  yea r  i n  which t h e  f i l e  was c rea t ed .  

(See below f o r  explana t ion  of need f o r  s e c u r i t y  
FHPM Volume 1 Chapter 6 Sec t ion  2 microf iche)  

2. Approved Disposition Instructions 
P r i o r  t o  July 1, 1984 ( P a p e g :  Calendar Year; Fiscal Year; 0 Other - then, 

This agency recommends that the file series be cut off a t  the end of each: 

- 
0 Hold in the current files area 
0 Transfer to local holding area; hold year(s);then July 1, 1984 - Presen t :  
a Transfer to State Records Center; hold L y e a r ( s ) ;  then 
PD Destroy. Microfiche Reference Copy: Hold i n  c u r r e n t  
0 Transfer to State Archives for permanent retention. 

month (5) year(s); then 

f i l e s  area 5 years; then des t roy .  

Microf iche V i t a l  Records Copy: Cut o f f  
f i l e s  a t  end of  each f i s c a l  year ;  then  
t r a n s f e r  t o  Archives Microfilm S e c u r i t y  

.- Vaul t ;  hold 20 y&&s;’’:fhen des t roy .  
~ .. 

NOTE: 
I t e m  11 (cont . )  ___ - - Because CAMS i s  a new computer system f o r  managing c o s t  accounting d a t a ,  
i t  i s  d i f f i c u l t  t o  p r o j e c t  how long t h e  s e c u r i t y  copies  of microf iche  generated by t h e  systc  
might be needed, The Department i s  recommending a 20-year r e t e n t i o n  per iod f o r  t h e  s e c u r i t j  
microf iche based on t h e  long-term n a t u r e  of highway p r o j e c t s ,  but  w i l l  r e -eva lua te  t h e  ad- 
m i n i s t r a t i v e  va lue  of t h i s  d a t a  from t i m e  t o  t i m e  and w i l l  r eques t  an adjustment i f  i t  i s  

la te r  determined t h a t  d a t a  is needed f o r  a longer  o r  s h o r t e r  per iod of t i m e .  

These f i l e s  may n o t  be  des t royed  u n t i l  a l l  a u d i t  ques t ions  are resolved.  

These instructions apply to al l  prior and future accumulations of the series. 

Date 

raph 12 are approved. 
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